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Update the Citizenship for an existing employee 

This job aid will step you through the process to update an existing employee’s 

citizenship value.  
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Change Citizenship Value  

1. Navigate to the Identification Data page using the following path: 

Navigator > Workforce Administration > Personal Information > Citizenship > Identification 

Data 

The Identification Data Search page displays. 

 

2. Enter the applicable Employee ID in the Empl ID field. 

3. Click the Search button. 
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The Identification Data page displays with the Citizenship/Passport tab displayed by default and the 

original selection is documented at row 1. 

 

4. Click the Add a row icon. 
 

5. Click the Citizenship Status dropdown. 
 

6. Select the new status. 
 

 

 

 
 

7. Click the Save button to save the action. 

 


